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Gowments and, RecowmandatloDS 


Admlnlatratlve Branch 


(Support Staff) 


■i iommente t 


a« The organisational etruoture of the Branch appears to bo satisfactory. The proposed T/Og 
which reflects the combined military and civilian operating strength, adds one position to 
the Administrative Branch, that of Military Personnel Officer, This is not an actual addi- 
tion since the position is and has been filled hy an active duty military man. The T/0 shoul 
bo adequate, though not excessive. This conclusion is based on experience with corresponding 
elements having similar functions and workloads. Functional statements are proposed which 
define the responsibilities of the Branch, 
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2o Persoanel Section s 

Eo An examination of OTR c<snponents disclosed an excesslre amount of mls-slottlng personnel 

assigned to positions and grades in one element and actually working elsewhere# Margr of these 
instances were corrected during the process of the survey. There has been some excuse for 
this sltitation, since the official T/0 and position descriptions were approved for an internal. 
OTR organization which was very different fr<»a the structure in effect at the time this survey 
was initiated. With the approval of the organizational structure and T/O proposed by this 
survey there should be little excuse for any mis-slottlng or assigments out of category, 
grade or structure. PlqrBical transfers can be preceded, or immediately followed, by the 
necessaiy personnel action documents to effect an official transfer. 

b. There is some evidence of the transfer of persons to positions of a different category and 
higher grade, while the individuals continued to work in the former positions. Such actions 
are, in effect, a violation of the principle of classification control and should be avoided. 
In instances where it is believed that a position is underclassified the matter can be re- 
solved by a re»evaluatlon by AD/P - Classification and Wage. Individxials having abilities be» 
yond their present assignment lev^ can be transferred into other fields where the functions 
and duties carry a higher wags value. 


3. Budget and Fiscal Sectlon t 

Before discussing the operation of this element, it is appropriate to quote the following regu» 
lationst 


CIA Reg. I I 

"The responsibility for controlling obligations against an allotment rests with the allottee (in 
this instance, the Director of Training) who will be held responsible for any obligation or ex» 
penditure made or authorized. It is Incumbent up on all Agency officials to make no cosimltments 
involving the payment of appropriated funds until appropriate reservations of funds have been 
established in advance by the Comptroller. Over^^diafts in the allotment accounts resulting frcm 
failure to obligate funds in advance say indicate violations of Agency fvmds control regulations 
and if sustained are subject to penalties of law." (Sect. 3579 Revised Statutes.) 


(continued on next page) 
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"In order to ecmply with Agency regulations and avoid over=drafts, it will be the responsibility 
of each allottee (in this instance, the Director of Training) to establish such internal pro- 
cedures, administrative instructions, and limitations of authority within his office as nay be 
necessary to assure that obligations incuxred are kept within funds available therefor*" 

Par . 3-b^(l)42)-(3) - C 4 F. Reg*. 3Q°110 

"It is the responsibility of each individual who incurs an obligation to ensure that an allotment 
is available against which the obligation should be charged, that this allotment includes suf- 
ficient unobligated funds to cover the obligation, and that the obligation is within the scope of 
Agency Regulations and is properly authorized. 

It win be the responsibility of each allottee (in this instance, the Director of Tra inin g) to 
prevent ovM'-obligation of the allotments under his jurisdiction and to take appropriate correc- 
tive action if it should became apparent that over-obligation or overexpenditure of available 
funds (allotments) night ocMiur. 

Allotteos will maintai n obligation records in the detail necessary to prevent such overobligation 
of the allotments under their jurisdiction." 


^ Heg^ 


This entire regulation is pertinent to the obli^tion and expenditure of unvouchered funds. 

a. In view of the responsibilities placed upon the Director ly the above regulations, the 
ge n e r al trend towards econcoy, aiKi the tisndency on the part of outside groups to inquire more 
fully into the handling of Agency funds, it is imperative that the budget/finance/fiscal sys- 
tem of OTR bo fully adequate and accurate and provide current balances in each of the allot- 
ments made to OTR. 

b, A preliminary surv^ of the Budget and Fiscal Section disclosed the following} 

(1) There was no sin^e form, or register, on which allotment, obligations, ^enditures, ad- 
justment of obligations, transfers and current balances were reflected adequately. Numerous 

(continued on next page) 
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card foras and ledgers were aaaintained to rsflsct the differ @nt actions but there 

was no evidence that the figures were, or could b®, used to liquidate specific obligations 
or to obtain daily balances of unobligated funds, 

(2) There was evidence that a very considerable portion of OOH obligating documents do not pass 
through the Budget and Fiscal Section for obligating and certification before the fact. 

It is entirely possible that many such documents never reach the Budget and Fiscal Section. 
Payrolls, including overtime, were not obligated, 

(3) There appeared to be no method of assiaring that all expenditures were recorded. 

(U) The IBM Listing furnished by the Comptroller was exhibited as the basic record of the 
OfflcSo It was stated that obligation records of the office could be reconciled with the 
Comptroller's IBM Listing to get a current balance. There were no check marks or other 
indications of any attenqjts at such verification, 

( 5 ) The IBM Listing is not avallaULe until the middle of the succeeding month. It should be 
us^ as a rneoM of verifying the allottee's own records. It is practically useless to an 
allottee as an instrument for determining whether or not funds are available prior to the 
establishment of an obli^tion, 

(6) Further examination of the Budget and Fiscal Section was dropped until siMh time as an 
adequate system is, or is to be. Installed. 

(7) In view of previous surveys of similar elmaents, it is believed that the T/0 of four 

people proposed for this Section is sufficient to operate a fully adequate control system, 
provided that outside activities, now the responsibility of the Budget and Fiscal oi 

Officer, are relocated, 

(8) | I 
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to the Office of the Chief, Adainistrativ© ^anch, thus freeing the Budget and Fiscal 
Officer for attention to him priraaiy responsibilities o 

(9) There are manjr simple ^eteras which could be adapted to OTR needSe The Agents furnishes 
one standard s^tm (Form ^9-106, 1 May $k) which was approved by the GcmiptrolXer for us© 
in the DD/P budget/fiscal elements « This form is equally well adapted to OTR needs and 
would provide on one fora a sia^le, direct and cos^lete method of allo'toent controls Firm 
directives should be issued to assure that each obligating and expenditure documeoit passes 
through the Budget and Fiscal Section for eacaaination, recording, and certification as to 
funds availability, before any obligation is incurred. 

Regdstration Seetion i 

a. This Section provides the registration service to OTR and is primarily a record keeping, and 
filing operation. At the time the Section was examined one of the five authorised positions 
had been vacant for some time. This fact, coupled with a special effort towards files con° 
sblldation, was given as the reason for soae rather steady overtime usage. A prospect is in 
process for the vacant position. 

b. In view of the clerical detail in this operation, the many filing systems, and the nraber of 
schedtiles and reports that are produced, it is believed that a comprehensive procedures and 
forB» s ur v e y in this Section would prove war tt nd h Uec Stwh a survey would very likely dis- 
close overlapping and diiqplicating data, reports, files, tasks, etCo In the absence of such 
detail Information, no recommendations are madOo 

Supply and Services Sectlon i 

A» The duties of this Section appeared to be very well distributed to the personnelo The pro=- 
posed T/0 is increased by one position, a clerk/typist, to take care of a girl who has been 
operating in the Section on loan from the Office of the Branch Chief, It represents no actual 
iiusrease in working strength. The Section will continue to be a catch-all for a nunber of 
service and housekeeping tasks not ai^ropriatcdy chargable to the other Sections of the 
Branchs 

b. The preparation of OTR Travel Orders and the corresponding Travel Touchers had been centralized 
In this Section, The centralised preparation of Travel Orders, though not usimlly a good 

(continued on next page) 
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practices appeared to have some merit in OIR because (1) personnel froa other Agency com- 
pocents travel on OTR funds and are not familiar with the necessary OIR format, (2) student 
travel is at varying per diem rates, and (3) cover conditions vary with each situationo How= 
ever, it is believed that the transfer of Travel Order preparation, with the position and ln=. 
cumbent concerned, from this Section to the Budget and Fiscal Section would be advantageouso 
Processing steps and time could be saved and the preparation, obligation and certifying of 
the Orders coiiLd be acccnq^shed as one operation, plus the advantage of having the clerk who 
wrote and oliLigated the (^dere also examine the Vouchers and record the expenditure. 

c. There appeared to be no good reason to continue the centralized preparation of Travel Vouchers. 
This method requires di;?>lication of effort, creates delays and takes a responsibility from 
the traveler which is basically hisj namely, to account for his advances and/or to collect 
money due him. 

Reeomniandatlons t It is reoonmended thatt 


2o l%>on approval of the proposed OTR orpmiaation and corresponding staffing patterns, (1) the 
practice of misoslottlng be discontinued, (2) action documents be processed promptly on any 
authorized transfer of persons or positions, aixi (3) x*outine operating matters be the re- 
sponsiblLlty of the appropriate Section Chief, with all contacts with higher authority reetrlcted 
to chaimsls = Section Chief to Branch Chief to Support Staff Chief, etc. - with appropriate 
screening and decision at sach Isvel. 

3» An adequate allotment control sysUat Immediately be installed and reconciled with the Comptroller* a 
records so that the Director may fulfill his regulatory responsibility as the allottee for OQU 
funds o 


(continued on next page) 


Approved For Release 2002/08/335 (Cl/BFK)I?61-00274A000 100240029-0 




Approved For Release 2002/08/2^ :^l^-g[:j^^1-00274A000 100240029-0 


Tab F-U <7) 


25X1 


(- 


U* Bespooslbillty as Cast OTfl^ar 
Commits above be traxtsfured 




Offloe of the Chief, AdmlnlstratlTe Braooh. 


and othor noxKfisoal dntiee referred to in 
the cuer. Budget and Fiseal Section ais! assigned -within tiie 


5. The emxtoalised preparation of Travel Vouchers be diseontinned and this responsibili^ be re- 
turned -to the individuals perforaing the travel. 

6. The Chief, Adninistrative Branch, study the feasibility of -trazusferring the function of Travel 
Order preparation, and -the position and incunbent ooncwrned, -td the Budget and Fiscal Section, 
and nake reoannendations to -the Baeou-tive Officer, 


7a A conplete procedural and systaas survey of the Registration Section be conduoted to de-bemlne 
possible simplification, eliminations, consolidations, etc. 

8. The Chief, Administrative Branch, continue an aggressive campaign to reduce the use of ovurtims 
in OTR Headquarters Aenents, 


( 
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